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. Introduction

This guide will provide detailed steps to verify registration status of vendors and distributors on the
Statewide Vendor Registration site. Vendors with authorized distributors are responsible to verify that
their distributors are registered. Once registration is complete, please allow 2 hours for the registered
vendors/distributors to be visible in the Statewide Vendor Registration site.

Note: Per North Carolina State Term Contract requirements, only vendors and distributors registered with
the Statewide Vendor Registration site are eligible to receive purchase orders. Both vendors and
distributors are required to register within two (2) business days of natification of contract award.

[I. Verify Registration Status

1. Navigate to: http://eprocurement.nc.gov/.

2. On the left side of the page, click ‘Registered Vendor Search.’

State Term Contracts Listing

= Welcome to NC E-Procurement! 4 Qur campus has enjoyed the use of NC E-

Buyer Login k-3
Vendor Login w»
Vendor eQuote Login_ _
¢ - Registered Vendor Search
State 1enn coubact Camlog

MG E-Procurement provides an innovative, cost-saving. and efficient
method of purchasing. MC E-Procurement allows government entities
to aggregate their purchases to obiain better prices from suppliers.
Additionally, NC E-Procurement sllows grester visibility into statewide
procurement information, allewing the State to negotiste better term
contract savings.

MNC E-Procurement provides suppliers with increasaed access o
markets without additionsl supplier marketing efforts, a single point of
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muore efficient method for quoting (eQuote), and increased order
accurscy through receipt of electronic orders with a consistent
purchase order format. Cwersll, NC E-Procurement can help realize
processing, marketing, and administrafive cost savings.

News & Events

Instructor-Led Training »

Looking for in-person training? Check the News & Events page for
the dstes of the next training sessions.

The Scurce Newsletter »

The OctoberMovember 2014 edition of The Source, NC E-
Procurement's newsletter, has been published. View the News &
Events psge o access the Istest edition.

iHub Upgrade »

Information regarding the iHub Upgrade is now svailsble for EF
Lite entities (community colleges and school sysiems).
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Purchasing Entities Using 125
System

Site Man | Contart Il | Privacue Policy | Oneratinn Scheaduls

1/30/2015

Vendor-Distributor Registration Verification Guide


http://eprocurement.nc.gov/

NC E-Procurement @ Your Service

@your service Vendor-Distributor Registration Verification Guide

3. Inthe middle of the page, click ‘Search for Registered Vendors’ (this will direct you to the
‘VYendor Search’ tool).

(EErsamnaeRe®) Registered Vendor Search

Buyer Login »
Vendor Login » The Registered Vendor Search is s tool that can be used to search for vendors registered with NC E-Procurement @ Your

= Service. This tool provides a way to search for vendors by vendor name, vendor tax 1D, vendor location, commedity code and
Vendor eQuote Login »® construction code. Search results provide detailed information about the vendor including HUS status and whether or not the

vendor participates in the eQuote process.

Registered Vendor Search
Please Note:
;S;ahec;‘renn Contract Catalog \/endors who complete registration prior to 5:00 pm EST will be available in the E-Pi 't system the following business
=1

day. Vendors who complete registration afier 5:00 pm EST will be loaded the subsequent business dsy. Vendors who elect to
participate in eQuote will, on average, be svsilable to receive eQuotes within 2 business days. After locating s vendor record,
please click on a vendor name to determine when their registration occurred.

State Term Contracts Listing
News & Events

. _Search for Registered Vendors ,3
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4. Under the ‘Vendor Search’ section, the following search criteria may be used: Vendor Name,
Federal Tax ID, Last Name, eQuote Status, Email, Location, Individual Characteristics,
Commodity Code, Construction Code, and HUB Category.

Note: It is best to use the Federal Tax ID humber to search for a vendor/distributor. The Federal Tax
ID is unique to a vendor/distributor and can only be used once in the system.

Vendor Search

How do I use this tool? Search Help Document

Vendor Name | Tax ID

Last Name eQuote Vendor Select eQuote Status v
Email

Location Name Location City Location County
Individual Characteristics (includes ethnicity, gender, disabled status)

Select Characteristic

C dity Code

Return to NC E-Procurement @ Your Service

Search by Vendor Name, Federal
Tax ID, Last Name, eQuote
Status, Email, Location

Select Commodity Codes

005 Abrasives

010 Acoustical Tile, Insulating Materials, and Supplies

015 Addressing, Copying. Mimeo., Duplicating Machine Supplies
Construction Code

i »

A
Select Construction Codes -
01300 Administrative Requirements (Project Management/Coordinator)
01400 Quality Requirements (Architecture/Design)
01500 Temporary Facilties and Controls &

Search by Individual Characteristics,
Commodity Code, Construction Code,

HUB Category Select HUB Category = HUB Category
| Search | | Reset
[VendorMame _fFistMame  ftastMame  [phone  Jemal  fochamed s JeQuote |

Copyright @ 2001 State of North Carolina

5. To perform a search by Vendor/Distributor Name, locate the field labeled ‘Vendor Name’ and
enter Vendor/Distributor Name in the field.

Note: When searching by Vendor Name, what is typed in the field will be searched for from the
beginning of the word or phrase. For example, searching for “self” will return all entries containing a
word that starts with “self,” such as self-storage, self-help, Adam Self, etc. However, it will not bring

back myself, itself, etc.

Vendor Search

Return to NC E-Procurement @ Your Service

How do I use this tool? Search Help Document
——————— <=

}ax (o]
-

Enter Vendor/Distributor Name

Last Name =Quote Vendor Select eQuote Status v
Email

Location Name Location City Location County
Individual Characteristics (includes ethnicity, gender, disabled status)
Select Characteristic

Commodity Code

Select Commodity Codes

005 Abrasives

010 Acoustical Tile, Insulating Materials, and Supplies

015 Addressing. Copying. Mimeo., Duplicating Machine Supplies
Construction Code

Select Construction Codes

il

01300 Administrative Requirements (Project Management/Coordinator)
01400 Quality Requirements (Architecture/Design)
01500 Temporary Facilities and Controls

1

HUB Category Select HUB Category v

Search | [ Reset

iy
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6. Click on the ‘Search’ button at the bottom of the screen to view the search results.

Vendor Search

How do 1 use this tool? Search Help Document

vendor Name TestVendor Tax ID

Last Name eQuote Vendor SelecteQuote Status ~

Email

Location Name Location City Location County

Indvidual Charactenstics (indudes ethnioty, gender, disabled status)
Select Charactensbc
Commodity Code

Select Commodity Codes

005 Abrasives

010 Acousscal Tde, Insulating Matenals, and Supplies

015 Addressing. Copymg. Mimeo, Duplicatng Machine Supphes
Construction Code

Select Constucton Codes -
01300 Administrative Requirements (Project ManagemenyCoordinator)
01400 Quality Requirements {Archtecture/Desgn)

01500 Temporary Fachtes and Controls -

HUB Category Select HUB Category v
- = —
\ | Search | } Reset

~ -

Vendor Name First Name Last Name Phone Email Debarred HuB

eQuote

7. Locate the search results at the bottom of the search page. The results display a list containing

each Vendor/Distributor's Name, and the Main Contact’s First Name, Last Name, Phone Number,
and Email Address.

Vendor Search

How do 1 use this tool? Search Help Document

vendor Name TestVendor Tax ID |

Last Name eQuote Vendor SelecteQuote Status ~

Email

Location Name Location City Location County

Individual Charactenistics (includes ethnicity, gender, disabled status)

Select Charactenstic
Commodity Code

Select Commodity Codes

005 Abrasives

010 Acoustical Tile, Insulating Matenals, and Supplies

015 Addressing. Copying. Mimeo.. Duplicating Machine Supplies
Construction Code

Select Construction Codes A
01300 Administrative Requirements (Project Management/Coordinator)
01400 Quality Requirements (Architecture/Design)

01500 Temporary Facilities and Controls b

HUB Category Select HUB Category -

Search || Reset |

Vendor Name First Name |Last Name Phone | Email Debarred |HUB

lo()uotp
1 records found. Displaying 1-1.

Test Vendor Test Vendor 888-211-7440 ephelpdesk@its.nc.gov [ ’
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8. If the Vendor/Distributor Name does not appear under the search results table:

a. Click on the ‘Reset’ button located next to the ‘Search’ button at the bottom of the
screen.

Vendor Search

How do I use this tool? Search Help Document

VendorName | | TaxID

Last Name eQuote Vendor Select eQuote Status +

Email

Location Name Location City Location County

Individual Characteristics (includes ethnicity, gender, disabled status)
Select Characteristic

Commodity Code

Select Commodity Codes

005 Abrasives

010 Acoustical Tile, Insulating Materials, and Supplies

015 Addressing. Copying. Mimeo., Duplicating Machine Supplies v
Construction Code

Select Construction Codes -

01300 Administrative Requirements (Project Management/Coordinator) =

01400 Quality Requirements (Architecture/Design)

il »

01500 Temporary Facilties and Controls it
HUB Category Select HUB Category v
Pl
Seafn | [ Reset I\
S -
VendorName __________________JFisthame ________ Jiasthame _________ phone ______lemal _____ Joebaed ___________Jws_____JeQuote |

Copyright © 2001 State of North Carolina

b. Search by other criteria in the ‘Vendor Search’ section (for example: Federal Tax ID,
Last Name, eQuote Status, Email, and Location). If the Vendor/Distributor Name does

not appear in any of the search results, they are not registered with the State of
North Carolina.

Return to NC E-Procurement @ Your Service

Vendor Search

How do I use this tool? Search Help Document

Vendor N Tax ID

andorName; | i - Search by Vendor Name,

Last Name eQuote Vendor Select eQuote Status v

e Federal Tax ID, Last Name,
Location Name Location City Location County eQuote Status, Email, Location
Individual Characteristics (includes ethnicity, gender, disabled status)

Select Characteristic v

Commodity Code

Select Commodity Codes -

005 Abrasives =

010 Acoustical Tile, Insulating Materials, and Supplies

015 Addressing, Copying. Mimeo., Duplicating Machine Supplies Y

Construction Code

Select Construction Codes -

01300 Administrative Requirements (Project Management/Coordinator) =

01400 Quality Requirements (Architecture/Design)

01500 Temporary Facilities and Controls b

HUB Category Select HUB Category v

()

[Vendor ame e R e e S i T e g gt
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9.

Under the ‘Vendor Name’ column
vendor to view details.

a.

If the Vendor/Distributor Name does appear under the search results table:

, locate the Vendor/Distributor Name and select the

b -==a

Vendor Search
How do 1 use this tool? Search Help Document

Vendor Name TestVendor Tax ID |

Last Name eQuote Vendor SelecteQuote Status
Email
Location Name Location City Location County

Individual Charactenistics (incdludes ethnicity, gender, disabled status)
Select Charactenistic
Commodity Code

Select Commodity Codes

005 Abrasives

010 Acoustical Tile, Insulating Matenals, and Supplies

015 Addressing. Copying. Mimeo.. Duplicating Machine Supplies
Construction Code

Select Construction Codes

01300 Ad Req (ProjectM
01400 Quality Requirements (Architecture/Design)
01500 Temporary Facilities and Controls

ny

HUB Category SelectHUB Category

Search || Reset

Vendor Name

First Name |Last Name Phone

1 records found. Displaying 1-1.

Return to NC E-Procurement @ Your Service

| Email | Debarred

|HuB

[p()ume

Test Vendor ) Test Vendor 888-211-7440

ephelpdesk@its.nc.gov

1/30/2015

b. Under the ‘View Vendor Detail’ section, locate the ‘General Vendor Information’,
‘Contacts’, and ‘Locations’ sections. Verify that the information listed is accurate. The

registration is complete when th

e NC Terms of Use have been accepted.

General Vendor Information

Vendor Status: Active

Vendor Name: Test Vendor
Dun and Bradstreet Number:
Waebsite:

s
Description of Owner(s):
Business Provides: Both Goods and Services

and C

Provides Medical Services: No

Construction Codes

Historically Underutilized Business (HUB) Category
HUB Category: None

HUB Status: None

eQuote Selections

Status: Not registered

Accepted: 12/11/02014 by Test Vendor ;

~~

Contacts
Last Name First Name Title Phone Email
Vendor Test Title 888-211-7440 ephelpdesk@its.nc.gov
Locations
‘est Location Location Status: Active
Order From: Remit To:
Orders: v EMAL Payment: va USMALL
Bl apekcOniBs o2 50w Mok Checta Payable Tos
Fax Test vencer
Contact: Test Ven s
Contact: Test Vendor
123 Main Street
Raleigh, NC 27609 123 Main Street
Wake Raleigh, NC 27609
PCard: Nat sccepled w
Commodity Codes
045 and Equip Type

-~
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